
	

https://gifogoti.dutabuz.com/378295402993304090789141149396987107359050?xasefozivitudasuvukodorewilabunodadujikogofitalulivukabajefatidek=mokukidakimisejibelodafolexomepixetonemumaxekugaxumadavizanevumarafiwemovovozowesizefitokomupajebumuvitaramixofatuboxenizulibewuwitevuxivukuwelajibodetenavulugibujavoraxulugemaduribemaxebumuluxotaruvizinuxawo&utm_kwd=how+to+say+sorry+at+work+without+saying+sorry&gowofujizafamujudelukodog=tilaleletofajojunizelamuloviwutifabugogitifezoputisakewevebexuterekedimukenanekutumodorasunenakizoroxu






















How	to	say	sorry	at	work	without	saying	sorry

Recall	your	thought	process	Select	a	memory	where	you	can	clearly	remember	your	thought	process	and	the	details	of	the	situation.	For	example:	“I	wish	I	could	have	gotten	you	that	report	sooner.”	“I’d	like	to	find	a	way	to	prevent	delays	like	this	in	the	future.”	16.	I	knew	that	I	needed	to	maintain	staff	salaries	and	keep	our	core	functions	running,
and	we	would	have	to	sacrifice	some	projects	to	meet	budgetary	guidelines.	I’d	love	to	hear	how	you	handle	these	sticky	situations	tactfully	in	writing.	And	they	usually	arent	your	fault.	Looking	back,	Im	glad	that	I	chose	to	end	the	project,	even	though	I	had	a	personal	stake	in	its	success.	Think	about	a	glitchy	video	call,	for	example.	…	Ask	for
constructive	feedback.	Assess	the	situation	before	you	speak	using	the	STAR	(Situation,	Task,	Action,	and	Result)	method,	which	can	alleviate	the	need	to	apologize,	Lindo	says.	State	your	choice	Clearly	explain	the	decision	you	made	and	the	actions	you	took	to	enact	it.	For	example:	“To	make	this	right,	I	can	re-send	the	file	by	noon	or	schedule	a	call
to	walk	through	it	together.”	12.	Someone	raises	a	point	you	agree	or	disagree	with,	and	you	want	to	share	your	viewpoint.	Blame	the	technology.	Although	I	wanted	to	find	a	way	to	please	this	client,	I	realized	our	relationship	was	unfair	to	myself	and	my	other	clients.	I’m	regretful.	…	And	finally,	Saying	No.	What	is	the	hardest	decision	in	life?	How	to
make	hard	choices	|	Ruth	Chang	Tips	on	selecting	a	tough	decision	to	discuss	While	preparing	for	the	interview,	brainstorm	different	times	you	made	a	difficult	decision	so	that	you	have	an	example	or	two	prepared	if	the	topic	comes	up.	These	sample	answers	demonstrate	how	to	discuss	the	experience	of	making	a	tough	choice	so	that	you	can	apply
the	structure	to	your	own	career.	Request	their	understanding.	…	8	/	12.	Thats	how	I	was	raised,”	Lindo	says.	Ask	for	guidance.	Recognize	different	points	of	view	but	indicate	the	factors	you	thought	were	more	important	and	why.	This	question	shows	how	you	perceive	difficult	situations	and	decide	the	best	way	to	navigate	them.	Briefly	introduce	the
scenario	Select	the	key	points	of	the	challenging	situation	that	you	had	to	resolve	by	making	a	decision.	In	this	article,	we	will	go	over	why	you	should	limit	the	amount	of	times	you	say	sorry,	the	11	ways	to	stop	saying	it,	as	well	as	some	instances	where	you	should	never	say	sorry	in	the	workplace.	Saying	“sorry”	repeatedly	in	emails	however	can
portray	you	as	unconfident,	indecisive,	or	incompetent.	Try	being	appreciative	instead	of	apologetic	and	you’ll	come	across	as	a	stronger,	more	capable	employee	and	significantly	cut	back	the	number	of	apologies	you	give	while	at	work.	Discuss	why	those	conflicting	choices	made	it	challenging	for	you	to	select	an	outcome	and	acknowledge	the
different	perspectives	in	the	scenario	to	show	awareness	of	the	situation.	Let	me	re-check	the	numbers	and	get	a	revised	version	to	you	by	this	afternoon.”	Taking	ownership	builds	trust.	“We	are	taught	culturally,	especially	from	a	Black	womans	perspective,	to	be	super	humble	and	to	downplay	our	wins.	Interviewers	filling	positions	where	employees
represent	the	company	or	brand	ask	this	question	to	find	candidates	who	understand	how	others	might	judge	their	choices	and	actions.	Stay	away	from	saying	“Sorry	to	bother	you,”	and	instead	be	confident	and	appreciative.	Thank	them	for	their	understanding.	“If	you	have	information	to	add	to	a	conversation	or	an	opposing	point	of	view,	thats
completely	OK,”	she	says.	Follow	these	steps	to	generate	a	good	answer	that	is	relevant	to	the	job:	1.	You	have	a	valid	perspective.”	13.	…	4	/	12.	You	should	apologize	when	you	made	a	mistake	or	you	did	something	inconsiderate.	I	didnt	want	to	create	any	animosity	on	the	team	by	making	the	person	I	didnt	hire	feel	unappreciated,	so	I	spoke	to	the
candidate	we	didnt	choose	and	discussed	other	positions	where	they	could	start	to	grow	in	the	company	and	connected	them	with	resources	to	grow	their	professional	skills.”	Example	2	“I	had	to	manage	a	20%	departmental	budget	cut	that	put	a	significant	amount	of	stress	on	my	staff.	…	Think	outside	the	box.	Thank	the	recipient	for	their	patience.
It’s	important	to	never	apologize	for	your	personality	or	professional	skills	and	abilities.	Example	1:	If	you’re	responding	to	an	email	a	few	days	later	than	you	should	have	or	you’re	running	late	for	an	important	meeting,	instead	of	saying	“I’m	sorry	for	the	delay,”	try	saying,	“Thank	you	for	your	patience.”	Example	2:	If	you	made	a	mistake	in	a	report
or	a	presentation,	instead	of	saying	“I’m	sorry	for	the	error,”	try	saying,	“Thank	you	for	pointing	that	out	to	me.	If	you’ve	made	a	mistake,	thank	the	recipient	for	their	patience	and	understanding.	Reflect	on	the	decision	Discuss	any	lessons	learned	from	making	the	choice(s)	you	did	and	identify	anything	you	might	have	done	differently	in	hindsight.
Your	voicemail	or	answering	machine	is	no	place	for	an	apology.	I	used	a	combination	of	sales	data,	had	the	candidates	take	leadership	assessments	and	spoke	to	them	about	their	goals	to	choose	the	better	candidate.	On	the	same	token,	you	should	always	avoid	apologies	in	post-job	interview	thank	you	letters	as	well.	Unfortunately,	no	matter	how
tech-savvy	you	are,	technical	difficulties	are	bound	to	occur.	Choosing	a	college	major.	The	habit	can	come	from	a	place	of	insecurity,	and	it	can	be	especially	common	among	women	and	people	of	color,	says	to	Patrice	Williams	Lindo,	CEO	of	Career	Nomad,	a	career	consulting	firm.	The	decision	allowed	me	to	spend	more	time	attracting	other	clients
and	diversifying	my	business.”	Example	4	“When	I	worked	at	the	library	I	launched	a	teen	program	series	that	did	not	get	the	expected	attendance	and	audience	satisfaction	rates.	Thank	the	recipient	for	bringing	the	issue	to	your	attention.	By	making	these	small	changes	and	being	hyper-aware	of	what	you’re	saying	at	work,	you’ll	come	across	as
more	confident,	knowledgeable,	and	professional	and	be	even	closer	to	realizing	many	of	your	biggest	career	and	professional	goals.	Use	“I	wish”	or	“I’d	like	to…”	Soften	apologies	by	using	I	wish/I’d	like	to	language.	After	making	several	adjustments,	I	had	to	decide	if	I	was	going	to	see	the	project	through	to	completion	or	terminate	it	early	and
redirect	the	library	resources	to	other	programs.	But,	unfortunately,	while	sometimes	an	apology	is	completely	valid,	saying	“I’m	sorry”	too	much	has	the	opposite	effect,	as	it	becomes	meaningless	and	almost	expected	when	it’s	overused.	Be	thoughtful	with	your	words.	You’re	hired	to	get	a	job	done,	and	often,	that	means	interacting	with	colleagues
on	different	projects	and	ideas.	Show	that	you	took	the	decision	seriously	and	thought	carefully	about	its	consequences.	“Describe	a	time	you	had	to	make	a	difficult	decision,”	for	example,	asks	you	to	do	this	in	a	way	that	provides	them	a	bit	of	insight	into	how	you	handle	tough	choices	and	how	you	work	overall.	People	in	workplaces	and	at	home
often	apologize	to	offer	peace	and	comfort.	Being	human	means	making	mistakes.	1.	Solicit	feedback	on	how	your	processes	can	be	improved	so	similar	issues	are	prevented.	…	Create	distance	from	the	decision.	Next	time	you	want	to	type	“I’m	sorry”	or	“My	apologies,”	consider	using	one	of	these	18	alternatives	instead	to	express	regret	while
maintaining	your	credibility.	By	focusing	on	the	end	goal	or	resolution,	you’ll	be	able	to	better	manage	issues	and	conflicts	that	arise	at	work,	clearly	articulate	your	desires,	and	get	back	to	work	more	quickly	than	if	you	had	simply	reverted	to	an	empty	apology.	Their	projects	made	up	a	significant	portion	of	my	regular	income,	and	I	appreciated	the
opportunity	to	grow	my	portfolio	with	their	requests.	Example	1:	If	you	don’t	see	eye	to	eye	with	a	coworker	regarding	a	specific	project,	instead	of	saying,	“I’m	sorry,	but	I	don’t	understand	your	reasoning,”	try	saying,	“I	know	you	worked	hard	on	this,	but	I	don’t	understand	some	of	your	conclusions.	Assure	the	recipient	that	you	will	improve	going
forward.	Instead,	keep	your	head	up	and	remain	confident	by	simply	continuing	your	presentation.	I	apologize.	List	the	influencing	factors	Talk	about	what	factors	contributed	to	your	decision	and	how	you	compared	the	pros	and	cons	of	each	choice	you	could	make.	Overusing	apologies	gives	the	impression	that	you	have	made	frequent	mistakes	and
chips	away	at	your	credibility.	…	6	/	12.	Although	saying	sorry	has	become	like	second	nature	to	many	working	professionals,	over-apologizing	can	be	seen	as	ingenuine	and	even	make	you	come	across	as	nervous,	hesitant,	or	uninformed.	You	should	start	by	replacing	the	works	“I’m	sorry”	with	“Thank	you”	or	using	actions	instead	of	words	to	stop
over	apologizing	at	work.	Here	are	18	better	ways	to	express	regret	or	apologize	in	an	email	without	using	the	word	“sorry”:	1.	I	had	two	excellent	employees	interested	in	the	position	who	both	started	with	the	company	at	the	same	time,	which	meant	I	couldnt	use	seniority	to	make	my	decision.	What	is	a	synonym	for	I’m	Sorry?	They	might	ask	you	to
describe	a	time	you	made	a	difficult	decision	or	handled	a	crisis	to	assess	a	number	of	skills	and	qualities,	including:	Confidence	Employers	may	want	to	determine	how	decisive	and	confident	you	are	in	your	choices	or	assess	your	ability	to	defend	your	actions.	Use	phrases	like	“I	regret…”	or	“Unfortunately…”	to	convey	apology.	By	thinking	about
what,	exactly,	you’re	apologizing	for	and	if	it’s	appropriate	to	say	“I’m	sorry,”	you’ll	avoid	excessively	dishing	out	empty	and	meaningless	apologies	at	work.	Below	is	a	more	detailed	list	of	the	top	six	instances	where	you	should	never	say	“I’m	sorry”	at	work:	When	interrupting	a	coworker.	Express	regret.	Acknowledge	the	recipient’s	perspective.	If
you	get	a	rejection	letter,	stay	positive	and	remain	confident	in	your	professional	skills	and	abilities.	This	tip	goes	hand-in-hand	with	the	practice	of	replacing	“I’m	sorry”	with	“Thank	you.”	By	being	appreciative	instead	of	apologetic,	you’ll	come	across	as	a	stronger,	more	capable	employee	and	significantly	cut	back	the	number	of	apologies	you	give
while	at	work.	(If	you’re	looking	to	land	more	interviews,	you	can	search	for	jobs	right	on	The	Muse!)	Key	points	–	How	to	make	a	difficult	decision	Understand	why	some	decisions	can	be	so	hard.	“They	arent	comfortable	with	silence.”	Instead	of	apologizing	for	things	that	are	out	of	your	control,	use	phrases	like,	“I	appreciate	your	patience”	and
“Thank	you	for	working	with	me,”	to	overcome	any	awkwardness	and	reinstate	an	air	of	confidence.	So	often,	people	say	“I’m	sorry”	at	work	simply	because	they	feel	uncomfortable	or	don’t	know	what	else	to	say.	This	is	especially	important	if	you	are	applying	for	a	leadership	role	where	your	choices	directly	impact	others.	“Lets	say	you	want	to
express	an	opposing	point.	But	over-apologizing	can	backfire,	especially	in	the	workplace:	It	can	make	others	think	less	of	you,	lower	your	self-esteem,	and	water	down	the	impact	of	future	apologies.	Ways	to	stop	saying	“I’m	sorry”	in	the	workplace	FAQ	When	are	times	when	you	can	say	“I’m	sorry”	in	the	workplace?	Never	apologize	for	doing	your
job	and	interrupting	or	interacting	with	a	coworker.	What	are	some	of	your	best	tips	for	expressing	regret	in	a	professional	email?	I	also	talked	to	my	team	about	where	they	saw	the	most	financial	waste	in	our	department.	Sometimes,	though,	saying	I’m	sorry	just	isn’t	enough.	First,	consider	the	situation	and	ask	yourself,	Is	this	an	appropriate	time?
Instead	of	offering	an	apology,	try	writing	a	formal	excuse	letter	instead.	Provide	solutions	and	offer	to	take	steps	to	make	up	for	any	problems	you	have	caused.	Stay	empathetic	and	compassionate.	Instead,	be	confident	in	your	abilities	and	explain	all	the	things	that	make	you	a	great	fit	for	the	role.	Express	regret	politely	using	phrases	like	“I
regret…”	or	“Unfortunately…”	Thank	recipients	for	their	patience,	understanding,	and	feedback.	Example	1:	If	you	interrupt	someone	at	work	or	want	to	pass	something	by	them,	instead	of	saying,	“I’m	sorry	for	taking	up	so	much	of	your	time,”	try	something	like,	“I	really	appreciate	you	taking	the	time	to	talk	with	me	and	review	the	project”	instead.
“People	use	Im	sorry	in	these	situations	to	penetrate	the	conversation	and	have	their	voice	heard	when	they	dont	have	to.”	Instead	of	apologizing,	use	phrases	like	“Id	love	to	add,”	“I	think	that,”	or	“Heres	a	different	perspective.”	These	phrases	help	you	contribute	without	sounding	scared	to	do	so.	3.	They	want	an	answer	that	demonstrates	that	you
can	confidently	make	logical	decisions	for	their	company.	Offer	to	discuss	further.	Some	great	ways	of	doing	this	are	by	bringing	your	coworker	coffee	or	going	out	for	lunch	together.	However,	instead	of	using	sorry	as	a	way	of	expressing	sympathy,	stay	empathetic	and	compassionate	by	resorting	to	alternate	ways	to	connect	with	coworkers	on	a
deeper	level	than	a	simple	“I’m	sorry”	could	allow.	Remember,	when	one	door	closes,	another	one	opens.	Discussing	decisions	that	are	relevant	to	your	desired	career	show	the	interviewer	how	you	would	behave	in	a	similar	role.	…	Identify	the	parts	of	yourself	that	want	different	things.	…	The	choice	of	walking	away	or	trying	harder.	For	example:	“I
request	your	understanding	as	we	work	through	this	issue.”	17.	Focus	on	the	positive	and	move	forward	constructively.	Be	confident.	For	example:	“Thank	you	for	your	understanding.	According	to	a	[study],	the	average	office	worker	sends	and	receives	up	to	122	emails	per	day,	with	many	of	those	emails	containing	some	form	of	apology	or
expression	of	regret.	Reflecting	on	the	scenario	lets	interviewers	know	that	you	are	committed	to	growing	your	decision-making	skills	and	refining	your	approach	to	solving	problems.	So	we	feel	inadequate	and	insecure.”	The	need	to	over-apologize	is	born	from	this	pattern	of	self-doubt	—	and	recognizing	situations	when	you	should	and	shouldnt	say
“Im	sorry”	is	one	of	the	first	steps	to	finding	better	phrases	to	use	instead,	Lindo	says.	Acknowledge	the	inconvenience.	Identify	the	conflict	Explain	the	different	options	you	had	to	choose	from	when	making	your	decision.	What	do	you	say	if	you’re	sorry?	Talk	about	how	you	mitigated	any	potentially	negative	outcomes	or	responded	to	unanticipated
events	that	your	decision	caused.	For	example:	“I	appreciate	you	bringing	this	to	my	attention.	If	any	position	opens	in	the	future	that	better	aligns	with	my	skills	and	qualifications,	please	let	me	know.”	When	you	miss	work	for	personal	reasons.	As	a	rule	of	thumb,	you	should	never	apologize	for	the	qualifications	listed	on	your	resume.	Is	there
anything	I	can	do	to	help?”	Be	appreciative	instead	of	apologetic.	Being	confident	in	yourself,	your	goals,	and	your	abilities	is	a	key	method	of	avoiding	meaningless,	unnecessary	apologies	at	work.	…	Becoming	strangers	with	someone	you	have	known	for	too	long.	In	addition	to	avoiding	unnecessary,	“I’m	sorry’s”,	being	open-minded	will	enable	you	to
be	a	more	productive	and	efficient	employee.	The	way	you	describe	a	past	difficult	decision	could	demonstrate	the	attitude	and	mindset	youd	bring	to	their	company.	6	Instances	where	you	should	never	say	“I’m	sorry”	at	work	You	should	never	say	“I’m	sorry”	during	a	job	interview	or	when	you	quit	your	job.	Here	are	three	common	scenarios	where
you	might	be	tempted	to	over-apologize,	and	what	to	consider	saying	instead.	Selecting	an	impactful	event	shows	potential	employers	that	you	can	be	a	significant	positive	influence	on	their	team.	6.	Example	1:	If	you	made	a	calculation	error	or	misrepresented	something	in	an	important	report	or	reputation,	instead	of	saying	“I’m	sorry,”	try	taking
responsibility	and	using	immediate	corrective	action	instead.	Apologizing	for	your	mistake	will	show	your	coworkers	that	you	feel	bad	and	won’t	do	it	again.	Each	example	highlights	the	candidates	strengths	by	sharing	a	situation	where	they	made	a	hard	choice:	Example	1	“In	my	previous	role	as	a	store	manager,	I	was	responsible	for	choosing	which
keyholders	to	promote	to	assistant	manager.	An	example	of	how	to	best	answer	this	question	for	experienced	candidates:	“Probably	the	hardest	decision	I’ve	had	to	make	was	when	I	moved	from	my	prior	team	to	my	current	team	at	work.	If	the	issue	warrants	more	discussion,	offer	to	chat	or	jump	on	a	call	to	talk	through	it.	Solicit	guidance	on	proper
protocols	for	future	situations.	For	example	“Thank	you	for	your	patience	as	I	gathered	the	information	you	requested.”	This	shows	appreciation	for	their	time	and	focuses	on	the	positive.	Example	1:	When	giving	your	two	weeks	notice	letter	or	quitting	a	job	that	isn’t	right	for	you,	instead	of	saying,	“I’m	sorry,	but	this	position	isn’t	working	out	for
me,”	stay	confident	in	yourself	and	try	saying	“Thank	you	for	the	opportunity,	I’ve	learned	a	lot	in	this	position,	but	I	feel	that	it’s	time	for	me	to	tackle	a	new	challenge.”	Example	2:	If	you’re	interviewing	for	a	new	job	or	a	promotion,	never	say	sorry	for	lacking	some	of	the	skills	and	experiences	that	role	requires.	When	interviewing	for	a	new	job	or
promotion.	Saying	sorry	in	such	instances	could	negatively	impact	your	chances	of	getting	hired.	It’s	never	a	good	idea	to	apologize	simply	to	fill	the	empty	air.	Ask	how	you	can	improve.	“Difficult	decision”	sample	answers	Everyone	has	different	experiences,	so	each	answer	depends	on	the	candidates	values	and	professional	opportunities.	We	were
able	to	avoid	layoffs	and	contribute	our	efforts	to	new	digital	initiatives	once	we	started	to	focus	on	our	core	function	instead	of	misdirecting	time	and	resources	to	unpopular	programs.	Express	appreciation.	What	is	a	word	for	a	difficult	decision?	Deciding	who	to	date.	It	will	help	me	improve	my	process.”	11.	Example	2:	If	your	editor	points	out	an
error	you	made	in	an	article,	instead	of	apologizing	for	the	mistake,	try	saying,	“Thank	you	for	pointing	that	out,	I	really	appreciate	your	helpful	input.”	Consider	all	views.	Some	synonyms	for	“I’m	sorry”	that	are	appropriate	for	the	workplace	include:	“I	apologize”	“Please	accept	my	sincerest	apologies”	“please	forgive	me”	“I	am	at	fault	and	take	full
responsibility”	Final	thoughts	Next	time	you’re	faced	with	an	uncomfortable	or	awkward	situation	at	work,	consider	the	tips	and	tricks	outlined	in	this	article	before	dishing	out	an	unnecessary	“I’m	sorry.”	Always	remember,	some	of	the	best	ways	of	avoiding	excessively	apologizing	at	work	is	by	saying	“thank	you”	in	place	of	“I’m	sorry,”	being
thoughtful	with	your	words,	considering	alternate	points	of	view,	and	remaining	compassionate,	sincere,	confident,	and	appreciative.	Try	to	set	up	your	story	by	succinctly	explaining	any	necessary	context,	making	sure	to	stay	focused	on	the	essential	details.	…	9	/	12.	Example:	If	you	were	blamed	for	a	project	being	delayed	or	something	not	going
right,	don’t	apologize	for	it.	Offer	to	rectify	the	situation.	Research	Some	employers	may	focus	on	how	you	gather	information	before	making	a	choice.	That	situation	taught	me	to	be	decisive	and	confident	while	focusing	on	the	companys	mission.”	Example	3	“As	a	freelance	graphic	designer,	one	of	the	hardest	choices	I	made	was	choosing	to	end	a
relationship	with	a	client.	Many	times,	professionals	tend	to	say	“I’m	sorry”	in	an	effort	to	be	sincere	and	genuine.	You	might	feel	compelled	to	apologize	if	it	takes	a	long	time	for	a	presentation	to	load,	if	buttons	malfunction,	or	if	theres	another	technical	lag.	I	did	an	internal	audit	of	our	most	popular	free	programs	and	eliminated	the	ones	with	the
lowest	engagement	to	allow	us	to	spend	less	on	resources	while	maintaining	our	impact.	I	will	ensure	this	does	not	happen	again	in	the	future.”	7.	Politely	ask	for	their	patience	and	grace	under	the	circumstances.	…	Make	a	note	of	what	punctuation,	words	and	phrases	to	avoid.	This	is	especially	important	if	the	delay	is	not	because	of	you.	13	Hardest
Decisions	We	All	Have	To	Take	In	Life	Weighed	down	by	past	failures.	Whether	it’s	to	fill	an	awkward	silence,	interrupt	a	coworker,	or	apologize	for	an	error,	professionals	are	saying	sorry	at	work	at	unprecedented	rates.	Say	you’re	following	up.	Try	to	say	something	like	“Unfortunately	the	delay	is	not	my	fault,	we	can	work	together	to	figure	out	the
reason	to	keep	it	from	happening	again.	4.	Being	thoughtful	with	your	words	—	and	only	apologizing	when	you’re	seeking	forgiveness,	sending	sympathy	messages,	or	you	have	done	something	wrong	and	are	deeply	sorry	—	will	help	you	avoid	unnecessary	“sorry”s	at	work.	If	not,	think	about	what	task	you	can	do,	maybe	reaching	out	to	a	manager	or
advisor	beforehand,	before	saying	something	you	may	have	to	apologize	for,”	she	explains.	…	3	/	12.	When	you’re	in	a	job	interview,	you’re	likely	to	get	asked	questions	that	require	you	walk	your	interviewer	through	past	experiences.	Rejection	hurts,	but	it’s	a	part	of	life.	Making	a	mistake	and	taking	ownership	is	a	great	time	to	say	“I’m	sorry”
because	you	were	the	person	at	fault.	Like	all	interview	questions,	it	gives	you	a	chance	to	show	the	interviewer	you’re	the	right	person	for	the	job—as	long	as	you’re	well	prepared.	Demonstrate	that	you	understand	the	recipient’s	point	of	view.	Instead	of	over-apologizing	at	work,	which	can	come	across	as	excuse-making	and	unprofessional,	use
actions	to	correct	mistakes	and	show	compassion	and	drive.	That	being	said,	below	you’ll	find	formal	synonyms	for	I’m	sorry,	but	also	casual	phrases	you	can	use	instead.	Promise	better	quality/service	in	the	future.	If	a	technological	glitch	caused	the	issue,	politely	blame	the	tech.	Email	has	become	one	of	the	most	common	mediums	of	communication
in	the	workplace.	Still,	it’s	important	to	be	aware	of	what,	exactly,	you’re	thanking	them	for	and	be	sure	to	do	so	without	discrediting	or	patronizing	yourself.	Going	back	to	school	or	get	an	advanced	degree.	18.	When	responding	to	a	rejection	letter.	Instead	of	responding	by	saying,	“I’m	sorry	I	wasn’t	the	candidate	you	were	looking	for,”	try
responding	by	saying,	“Thank	you	for	your	consideration.	…	List	out	your	objectives.	Staying	genuine	with	yourself	and	communicating	your	feelings	differently	is	a	great	method	to	avoid	apologizing	at	work.	If	you	are	someone	who	find	themselves	saying	“I’m	sorry”	often	at	work	and	you	want	to	stop,	there	are	many	ways	to	stop	saying	“I’m	sorry”
in	the	workplace.	Example	2:	If	you	disagreed	with	a	coworker,	instead	of	turning	to	“I’m	sorry,”	try	rectifying	the	situation	with	actions	instead	of	words.	Whether	you’re	working	full-time	or	part-time,	you	should	never	apologize	for	missing	work	for	a	doctor’s	appointment,	a	sick	day,	a	pre-planned	vacation	day,	or	other	personal	reasons.	For	many
people,	saying	“Im	sorry”	after	certain	situations,	even	those	that	dont	require	an	apology,	is	second	nature.	I’ll	have	it	fixed	right	away.”	Use	actions	instead	of	words.	Deciding	on	a	career.	Proactively	offer	solutions	to	rectify	the	situation.	Relevant	decisions	that	had	a	measurable	influence	can	provide	you	with	a	compelling	topic	that	showcases
your	talents.	…	Respond	from	a	comfortable	spot.	Find	ways	to	replace	“I’m	sorry”	with	“thank	you.”	One	of	the	best	ways	to	stop	over	apologizing	at	work	is	to	say	“thank	you”	in	place	of	“I’m	sorry.”	By	making	this	small	change	and	finding	ways	to	thank	your	coworkers	or	supervisors	whenever	you	feel	the	urge	to	apologize,	you’ll	come	across	as
strong	and	successful	at	work.	These	tips	can	help	you	select	an	appropriate	anecdote	that	can	form	the	basis	for	a	good	answer:	1.	As	you	frame	your	answer,	it’s	important	to	focus	on	how	you	research	possible	outcomes	in	collaborative	roles	where	you	consult	and	give	advice.	For	example:	“Following	up	on	your	request	below	with	the	attached
document.”	No	need	to	acknowledge	the	delay.	5.	Take	responsibility,	acknowledge	inconvenience,	and	offer	amends.	“Decide	what	action	you	want	to	take,	and	ask	yourself,	What	result	am	I	looking	for	after	this	conversation?”	#How	to	apologize	professionally	in	an	email	without	saying	sorry#	What	can	I	use	instead	of	‘I’m	Sorry’	in	an	email?	While
this	could	have	been	from	a	machine	error,	I	take	full	responsibility	and	will	correct	it	right	away.”	Example	2:	If	you	lead	an	important	marketing	campaign	and	a	design	error	was	made	by	another	team	member,	instead	of	apologizing	or	pinning	the	error	on	your	team	member,	take	responsibility	for	the	error	made	under	your	leadership	and	work
closely	with	your	team	member	team	to	rectify	it.	I	informed	the	client	that	after	the	current	project	I	would	no	longer	be	able	to	provide	them	with	my	services,	and	I	stuck	to	my	convictions	when	they	offered	a	higher	pay	rate.	If	you’re	experiencing	technical	difficulties	Hybrid	and	remote	work	gained	popularity	in	the	last	few	years,	causing	people
to	use	their	electronic	devices	more	than	ever.	Assure	the	recipient	this	will	not	happen	again	by	saying	something	like:	“I	will	implement	more	review	processes	to	ensure	this	does	not	occur	again	moving	forward.”	9.	Show	concern	without	saying	sorry	and	demeaning	yourself	by	saying	“thank	you”	instead.	By	immediately	taking	responsibility	for
any	errors	or	mistakes	you	may	have	made,	you’ll	steer	clear	of	bigger	conflicts	down	the	road	and	won’t	find	yourself	in	a	situation	where	you	feel	the	need	to	say	“I’m	sorry.”	Example	1:	If	you	work	in	a	laboratory	and	make	a	calculation	error,	instead	of	apologizing	to	your	supervisor,	try	taking	responsibility	as	soon	as	you	discover	the	error	by
saying	something	like:	“There	was	a	lab	error	in	the	recent	report	I	submitted.	After	talking	to	my	mentor	and	researching	the	programs	that	neighboring	libraries	offered,	I	made	the	challenging	choice	to	end	my	project,	applying	the	lessons	I	learned	from	the	failure	to	improve	other	initiatives.	Have	you	ever	heard	the	saying,	“Actions	speak	louder
than	words?”	Well,	the	same	is	true	when	it	comes	to	saying	“I’m	sorry”	in	the	workplace.	…	And	finally,	Saying	No.	…	7	/	12.	…	Use	sorry	sparingly.	Stepping	into	someone	else’s	shoes,	evaluating	a	situation	from	multiple	angles,	and	considering	everyone’s	views	can	be	a	great	way	to	stop	you	from	apologizing	in	the	workplace.	For	example:	“I
understand	your	frustration	with	how	this	was	handled.	Ethics	Your	behavior	during	difficult	situations	can	be	a	reflection	of	your	values	and	ethics.	References	Michigan	State	University	–	When	Should	I	Say	I’m	Sorry	Never	miss	an	opportunity	that’s	right	for	you.	Identify	the	outcome	Explain	how	your	choice	impacted	you	and	the	business	to
demonstrate	that	you	take	accountability	for	the	impact	of	your	actions.	Focus	on	resolutions.	If	you	need	to	join	a	conversation	Suppose	youre	attending	a	meeting	led	by	a	colleague.	What	are	some	synonyms	for	“I’m	sorry”	that	I	can	use	at	work?	Apologize	without	using	the	word	“sorry.”	When	you	apologize,	you	are	taking	responsibility	and
committing	to	do	something	different	next	time.	Try	to	apologize	without	using	the	word	sorry	to	avoid	the	blame	being	put	on	you	next	time.	We	all	make	mistakes,	but	excessive	sorries	in	emails	can	undermine	your	professionalism.	Consider	this	a	direct,	more	formal	synonym	of	“I’m	sorry.”	It’s	quite	versatile	in	the	sense	that	it	can	be	used	for	both
small	and	big	mistakes.	Strategic	thinking	Self-awareness	Asking	about	a	time	when	you	had	to	make	a	touch	choice	lets	interviewers	consider	how	self-aware	you	are	about	the	impact	of	your	actions	and	thought	processes.	Let’s	walk	through	this	together	to	try	to	figure	out	the	best	way	to	present	the	facts.”	Example	2:	If	you’re	participating	in	a
work	meeting	and	want	to	make	a	point	that	could	potentially	be	offensive	to	some	of	your	colleagues	in	the	room,	instead	of	prefacing	your	contribution	with	“I’m	sorry	if	this	seems	rude,”	say	something	like	“This	might	be	a	controversial	idea,	but	I	think	it	could	really	benefit	the	company.”	Be	sincere.	Below	is	a	more	detailed	list	of	ways	to	stop
over	apologizing	at	work.	Thanking	your	colleagues	and	clients	instead	of	apologizing	to	them	is	a	great	tool	to	help	you	avoid	saying	“I’m	sorry”	at	work.	Describe	the	thought	process	you	experienced	when	trying	to	make	the	best	decision.	Example:	If	a	coworker	is	grieving	a	loss	of	a	loved	one,	instead	of	saying	a	simple	“I’m	sorry,”	you	can	be	even
more	sincere	and	sympathetic	by	saying,	“I’m	keeping	you	and	your	family	in	my	thoughts	and	prayers,”	and	giving	them	a	condolence	message	that	expresses	your	deepest	sympathy.	Figuring	out	where	to	live.	Rather	than	apologizing	for	the	delay,	thank	the	recipient	for	their	patience	and	understanding.	Instead	of	saying	“Sorry,	I	missed	your	call”
on	the	recording,	try	saying	something	like:	“Thank	you	for	reaching	out	to	me,	please	leave	your	name,	number,	and	a	brief	message,	and	I’ll	be	in	touch	as	soon	as	I	can.”	When	quitting	or	giving	your	two	weeks’	notice.	If	you	aren’t	responsible	for	a	situation	or	would	do	the	same	thing	again,	try	to	say	sorry	without	saying	the	word	sorry.	Instead	of
just	saying	sorry	admit	your	mistake	and	explain	how	you	are	going	to	remedy	it.	How	to	Stop	Writing	‘I’m	Sorry’	in	Emails	Say	‘Thank	You’	instead.	2.	…	5	/	12.	It	is	especially	difficult	to	apologize	when	you	don’t	have	the	right	words	to	express	your	regret.	Avoid	including	too	much	information	that	could	distract	the	interviewer	from	the	purpose	of
your	answer.	No	matter	what	you	do,	quitting	or	giving	your	two	weeks’	notice	can	be	tough,	but	that	doesn’t	mean	you	should	dish	out	“I’m	sorry”s	for	doing	so.	Don’t	apologize	for	wanting	to	do	something	new,	getting	a	new	job,	or	seeking	opportunities	for	career	development.	We’re	all	human,	and	we	all	need	a	break	at	some	point	or	another.
Empathize	with	the	inconvenience	you	may	have	caused	the	recipient.	Why	limit	the	amount	of	times	you	say	“I’m	sorry”	By	limiting	the	number	of	times	you	say	“I’m	sorry”	you	say	at	work	and	reserving	apologies	for	an	expression	of	sympathy	or	instances	where	you	are	truly	sorry	or	remorseful,	you’ll	be	seen	as	more	confident,	knowledgeable,	and
productive	at	work	which	can	directly	affect	your	career	development	and	professional	growth.	Example	2:	If	an	important	presentation	didn’t	go	the	way	you	hoped,	instead	of	saying,	“I’m	sorry	I	wasn’t	prepared	for	the	presentation,”	try	explaining	exactly	what	you’re	going	to	do	to	fix	it.	For	example:	“To	make	up	for	the	delay,	I’d	be	happy	to
expedite	this	request	for	you.”	5.	…	Quit	your	lucrative	job	to	pursue	your	dream.	However,	they	continually	disrespected	my	professional	boundaries	by	asking	for	free	content,	suddenly	moving	up	project	deadlines	and	making	unauthorized	changes	to	my	designs.	I	am	at	fault	and	take	full	responsibility.	I	had	spent	two	years	working	with	my	prior
team	and	we	had	accomplished	a	great	deal	during	that	time.	For	example:	“I	regret	that	I	am	unable	to	attend	our	meeting	tomorrow.”	6.	The	interviewer	will	want	to	know	what	led	you	to	make	your	decision	so	they	can	understand	how	you	would	make	similar	decisions	if	hired.	With	some	thoughtfulness	and	minor	wording	adjustments,	you	can
minimize	unnecessary	apologies.	Why	employers	ask	about	difficult	decisions	When	an	interviewer	asks	about	difficult	decisions	you’ve	had	to	make,	they	are	hoping	to	understand	your	process	and	solutions.	Solicit	input	from	the	recipient	on	how	to	handle	similar	situations	properly	in	the	future.	…	Attending	your	loved	ones’	funeral.	Promise	it
won’t	happen	again.	Choose	defining	moments	Brainstorm	the	choices	you	made	that	impacted	your	workplace	and	your	personal	career	path	the	most.	How	to	answer	the	“difficult	decision”	question	Once	you	decide	on	an	experience	to	talk	about,	you	can	move	on	to	turning	that	memory	into	an	impressive	response	in	an	interview.	For	example:
The	key	is	owning	up	to	your	mistakes	without	overly	apologizing.	While	there	are	plenty	of	occasions	where	a	heartfelt	apology	might	be	necessary,	research	shows	that	professionals	in	all	industries,	especially	women,	say	sorry	at	work	unnecessarily.	Key	Takeaways:	One	of	the	best	ways	to	stop	over-apologizing	at	work	is	to	say	“thank	you”	in	place
of	“I’m	sorry.”	Being	confident	in	yourself,	your	work,	and	your	goals	can	help	eliminate	unnecessary	apologies	at	work.	Example	1:	If	your	boss	changed	your	work	schedule	out	of	the	blue,	instead	of	saying,	“I’m	sorry,	but	that	schedule	doesn’t	work	for	me,”	try	proposing	an	alternate	schedule	that	works	for	you	and	reinforcing	your	commitment	to
getting	the	job	done.	Focusing	on	resolutions	instead	of	conflicts	will	help	you	avoid	saying	sorry	while	on	the	job.	Making	a	career	change.	Consider	your	professional	experience	Try	to	choose	a	past	decision	that	is	related	to	your	professional	experience.	Depending	on	the	circumstance,	you	might	be	able	to	substitute	your	apologies	with	words	that
more	precisely	express	your	feelings	while	remaining	assertive	and	advancing	your	workflow.	Here	are	seven	phrases	you	can	use	in	emails	in	place	of	“I’m	sorry,”	along	with	descriptions	of	when	each	one	might	be	appropriate	and	concrete	examples:	How	do	you	stop	writing	‘I’m	Sorry’	in	an	email?	Offer	to	make	amends.	This	question	can	show	how
a	candidate	follows	company	procedures	and	responds	to	ethical	dilemmas,	indicating	trustworthiness	and	a	desire	to	support	their	team.	Blame	technology	if	it	caused	the	problem.	As	a	rule	of	thumb,	you	should	never	say	“I’m	sorry”	during	a	job	interview	or	apologize	for	anything	on	or	not	on	your	resume.	Promise	it	won’t	happen	again	and	offer
solutions.	For	example	“I	made	a	mistake	on	that	report.	Soften	apologies	with	“I	wish”	or	“I’d	like	to”	language.	Decide	which	qualities	to	highlight	As	you	discuss	the	situation,	reference	the	characteristics	you	exhibited	that	are	most	relevant	to	the	job.	“It	was	a	problem	to	be	prideful	in	the	way	you	spoke	about	yourself	and	your	accomplishments.
Example:	If	you’re	tasked	with	public	speaking	while	at	work,	try	to	avoid	saying	“I’m	sorry”	if	you	pause	or	stutter	during	your	speech	or	presentation.	“Im	sorry	is	often	a	phrase	that	people	use	when	they	need	to	fill	space,”	Lindo	says.	Show	confidence	in	your	choice	and	justify	why	you	thought	it	was	the	right	thing	to	do	in	that	situation.	I	can
assure	you	it	won’t	happen	again.	For	example:	8.	For	example:	“I	promise	I	will	deliver	higher	quality	work/better	service	moving	forward.”	14.	Interviewers	look	for	candidates	who	uphold	their	companys	standards	of	fairness	and	ethical	behavior.	Studies	suggest	that	employees	are	more	inclined	to	say	sorry	as	a	means	of	avoiding	conflict	or
admitting	fault,	showing	empathy	and	compassion,	and	being	considerate	and	sincere.	Taking	responsibility	for	your	actions	can	help	you	avoid	having	to	apologize	at	work.	Please	accept	my	sincerest	apologies.	You	might	decide	to	interject	by	saying,	“Sorry,	but	Id	like	to	weigh	in.”	This	situation	does	not	require	an	apology,	Lindo	points	out.	If	you
dont	have	professional	experience,	think	about	decisions	you	made	about	your	life	or	education	that	could	indicate	a	desirable	mindset	for	employers	in	your	field.	10	Difficult	Decisions	You’ll	Make	in	Life	(and	How	to	Make	Them)	2	/	12.	Making	mistakes	means	having	to	apologize.	We	were	able	to	use	that	programs	time	block	to	expand	one	of	our
most	popular	programs	and	increase	our	reach	in	the	community	over	the	summer	instead	of	losing	valuable	time	leading	up	to	the	school	year.”	FAQ	What	are	some	difficult	decisions?	The	interviewer	should	be	able	to	easily	follow	your	line	of	thought	explaining	the	decision.	They	might	look	at	whether	you	sought	feedback	from	your	team,
researched	similar	situations	or	made	quick	decisions.	When	recording	your	answering	machine	message.	Please	forgive	me.	Talk	about	the	qualities	you	displayed	by	making	the	tough	decision	by	referencing	actions	that	demonstrate	those	skills	and	characteristics.	Fortunately,	there	are	plenty	of	more	professional-sounding	alternatives	to
repeatedly	saying	“I’m	sorry”	in	work	emails.	What	is	a	difficult	decision	you	had	to	make?	For	many	employed	people	across	the	nation,	saying	sorry	comes	more	easily	than	saying	thank	you,	taking	responsibility,	or	offering	criticism	in	their	workplace.	For	example:	10.	For	example:	“Could	you	provide	guidance	on	the	proper	protocol,	so	I	handle
situations	like	this	correctly	moving	forward?”	15.	Take	responsibility.	…	Avoiding	a	decision	is	in	fact	a	decision.	I	apologize	for	being	late.	Example:	If	a	coworker	tells	you	about	a	difficult	situation	they’ve	endured,	whether	work-related	or	personal,	instead	of	jumping	to	an	“I’m	sorry”	right	away,	instead	try	saying	something	along	these	lines:	“That
sounds	like	it	was	really	difficult	for	you.	7.	In	Summary	Avoid	overusing	“sorry”	in	emails	to	prevent	appearing	unconfident.	You	want	to	be	able	to	respond	to	any	clarifying	questions	easily	and	reference	events	accurately.	If	you	are	late	getting	back	to	someone,	simply	state	you	are	following	up	and	provide	the	response.	For	example:	“I	understand
this	delay	has	created	some	inconveniences	for	you,	and	I	appreciate	you	working	with	me	to	get	this	resolved	promptly.”	4.	Renting	or	buying	a	house.	For	example,	if	you	wanted	to	show	leadership,	you	could	focus	on	the	strategies	you	used	to	get	your	team	to	support	your	decisions.
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